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Office of Personnel Management § 293.310 

there will likely be no OPF. Any such 
file or record found for this individual 
shall be incorporated into the OPF 
being established for the employee. 

(a) When a person for whom an OPF 
has been established transfers from one 
agency to another, the last employing 
(losing) agency shall, on request, trans-
fer the OPF to the new employing 
agency. 

(b) Before transferring the Official 
Personnel Folder, the losing agency 
shall: 

(1) Remove those records of a tem-
porary nature filed on the left side of 
the folder, except for PMRS employees’ 
performance ratings of record includ-
ing the performance plan on which the 
most recent rating was based; 

(2) Transfer performance ratings of 
record and the performance plan on 
which the most recent rating was based 
from the Employee Performance File 
of PMRS employees to their Official 
Personnel Folder, if the ratings and 
plans are not maintained by the agency 
in the Official Personnel Folder; and 

(3) Ensure that all permanent docu-
ments of the folder are complete, cor-
rect, and present in the folder in ac-
cordance with the Guide to Personnel 
Recordkeeping. 

[50 FR 3309, Jan. 24, 1985, as amended at 50 
FR 35494, Aug. 30, 1985; 66 FR 66709, Dec. 27, 
2001] 

§ 293.307 Disposition of folders of 
former Federal employees. 

(a) Folders of persons separated from 
Federal employment must be retained 
by the losing agency for 30 working 
days after separation, and may be re-
tained for additional 60 days (90 days 
where administratively necessary, e.g., 
where an appeal or an allegation of dis-
crimination is made or where an em-
ployee retires or dies in service). 
Thereafter, the OPF must be trans-
ferred to the General Services Admin-
istration, National Personnel Records 
Center (Civilian Personnel Records), 
111 Winnebago Street, St. Louis, Mis-
souri 63118. 

(b) When a former Federal employee 
is reappointed in the Federal service, 
the National Personnel Records Center 
(Civilian Personnel Records) shall, 
upon request, transfer the OPF to the 
new employing agency. 

(c) Agencies are responsible for all 
costs associated with the establish-
ment and maintenance of OPFs and the 
transfer of OPFs to the National Per-
sonnel Records Center. 

(d) Agencies are responsible for all 
costs associated with agency-initiated 
requests for OPFs or services from the 
National Personnel Records Center. 

[50 FR 3309, Jan. 24, 1985; 50 FR 8993, Mar. 6, 
1985, as amended at 76 FR 52537, Aug. 23, 2011] 

§ 293.308 Removal of temporary 
records from OPFs. 

The employing agency having posses-
sion of an OPF shall remove temporary 
records from the OPF before it is trans-
ferred to another agency. For these and 
also for temporary records of their cur-
rent employees, maintenance of the 
records shall be in accordance with 
General Records Schedule 1, promul-
gated by the General Services Adminis-
tration. 

§ 293.309 Reconstruction of lost OPFs. 
Agencies will take necessary pre-

cautions to safeguard all OPFs. In the 
event of a lost or destroyed OPF, the 
current (or last, in the case of a former 
Federal employee) employing agency 
shall take the necessary action to re-
construct the essential portions of the 
OPF as specified in the Guide to Per-
sonnel Recordkeeping or other Office 
instructions. 

[50 FR 3309, Jan. 24, 1985, as amended at 66 
FR 66709, Dec. 27, 2001] 

§ 293.310 Response to requests for in-
formation. 

The Office, or an agency in physical 
possession of an OPF in response to a 
third party Freedom of Information 
Act (FOIA) request may disclose infor-
mation as provided in this subpart. A 
current employee’s request for access 
to his/her own OPF (also included are 
employee performance file system fold-
ers and files) that cites the FOIA, as 
with all stated Privacy Act requests 
made by current employees, shall be 
processed in accordance with agency 
Privacy Act procedures consistent with 
Office regulations in part 297 of this 
chapter. All requests for their OPFs 
from former employees, and FOIA re-
quests for former employee OPFs, shall 
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